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RID-61/72
MEMORANDUM FOR: Chief, Records Management Staff
THROUGH: - DDP/Records Management Officer
SUBJECT: Retirement of Non-Indexed CS Documents to the

Agency Records Center

1. Since 1959 RID has conducted a separation review project in the
central files of the Clandesinte Services. Our objective has been to
remove inactive non-indexed CS documents for retirement to the Agency
Records Center, A total of 1,070 boxes have been transferred, (Job Numbers
60-327, 61-1, and 61-418) and it is estimated that the number of boxes will
reach 1,230 when the initial review project is completed in September 1961.

o, A survey made in November 1960 indicated there were 3.9 requests
per week for files or documents in this group of records, based on a total
of 957 boxes. From these figures it can readily be seen how the facilities
and services of the Agency Records Center are now being used to the advan-
tage of the DDP with regard to this particular group of files.

3. It is desired that fubure costly projects to separate non-indexed
0S8 documents from active flle folders be prevented. The solution to this
problem appears to rest with the ability of the Agency Records Center to
intesrate frequent shipments of non-indexed CS documents, preferably daily,
within the basic folders already retired. The volume of documents to he
interfiled would approximate 1,200 per week.

4, Besides capturing much needed space in our central files the
proposed system would greatly simplify the recovery of files or documents
requested from the Records Center. It would eliminate the need to maintain
detailed control records from which various job numbers and box numbers
would have to be cited to reconstitute a requested file,

rd N

5. Your early consideration and reply to this proposal would be

appreciated.

Chief, RID
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